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Administrative Services Division

) ' : - Records Management and Controls
INSTR UCTIONS The Records Management Officer of the Agency’s Records Management and Controls Unit will be of assistance in com-
pleting this form. After Division Director/Designee has signed the form, forward original to Administrative Services Division, Records
Management and Controls, 130 Memorlal D!we S. W, Atlanta, Georgaa 30303. Attention: Records Management Officer

~ FOR AGENCY USE 1. Agency Address ; FOR RECORDS MANAG EM ENT USE-
Application Date . Georgia Dept._ of Labor | Application Number
Feb. 23, 1984 | . Employment Secur ity Agency : L 8 5 2 O
Application Number Employment Service Division Date Eém“'ed Date Completed
01 . : Efgployeg#\gpllcant Services - |¥arT7 1088 | i‘AR_ 2 51985
2. Person to Contact ' - Working Title - Telephone Number |
Mr. Bill Coleman State Job Bank Supervisor 404/656-6777

3. Action Requested : .
a. & Establish Retention Schedule; record will continue to accumulate.

b. [T Dlspose of present accumulation; no further accumulation anticipated.

c. [] Amend Application No - : _Check One: [] Change; [ Supercede; [ Void

4, Dates of Series 5, R_eoordi Series Title {followed by title used in office, if different)

Earliest Latest

10/1 /74 | Precent Employers' Job Orders Daily Microfiche Files . . I -

6. Division and Office Function What is the functlon of the Dwaszon and the OffIOB in whnch thns record series is created?
Enp}oyment Service Provides service to Georgia employers and applicants,
Division including job placement, applicant testing and coun-

seling, job development and referral to tra1n1ng and
emp léyment. \
State Job Bank Provides data management tool for acce351ng employer'

job opening information to all applicant referral
- activities.-

7. Record Series Descripﬁon This file contains the following documents finclude form numbers and titles, :f any):
.  Attach samples of the file.® Microfiche copies of all job orders
*k¥Documents relating to: entered into. the data bank by individual local ES

offices. The "Record" copy of all data on the micro-
fiche is the order holding ES local office originating
%Included are: the job order - thus, these flche are considered
- "'working or convenience papers' and retained only for
ghg p?rlod of the original document (ESA 514 - Job
rder - ,

Coaae

wwEnpoger Tob Order Formn (record copy)

File is arranged: o | Chrgnolpgiqal by FY (1 Oct.-30 | Sept.)

8. Monthly Reference_ Rate ' How often are records referred to which aréf , ) -
One to six monthsold_____ 20 ; Seven to twelve months otd__0 .+ Thirteen to twenty-four months old 0
twenty-five months and older 0 ? '

9. Annual Rate of Accumulay'on of Records _ N
Letter-size drawers ; Legal-size drawers . ; Shelves — ; Other {specityl]

. lown . . _ , ESA-144 (R-5/82)
. ' {AR-50-71)
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b. Does the series contain confidential information requiring security handling?  If yes, cite law of regulation.

. Is this a vital record?

pq 1M
o

d. Does this series have h:stoncal or long term research value? |

e. When one or two documengs in the file make it necessary to keep the entsre fsle for a !ong penod oould these documents
X be scheduled separately? :

“x_|_f._Is the information contained in this series ever published? _If yes, attach copy.

g. Is the Information contamed in this series ever analyzed and/or recorded ina summanzed report?

X - Ifyes, attach copy. - - . - ' ‘
h. Is there a duplication of this senes in your office, or in another offlce or agency? oo
1 X _Myes, where?  Copies ‘in each local office. . . B
X s this series {or 8 major portion of it) regularly microfllmed? o o

x|~ j. Does the record series result in a computer printout? EMDMMLMM&
The following requires the series td be kept: .

11. Retention Requirements

a. State Law i years. o . ' d. Audit"per'iod o _______years.

b. Statute of limitation ‘ - .- _years, - ' - e. Adminjstrative need I years.

¢. Federal Law B 1, years. -~ f. Federal retention instrdctlons years,
—=— : —

Attach copy or excert of laws or regulations, Explain administrative need.
20 CFR 652.8(d) (5) (ii) attached

12. 7ApprovedllDisposiition Instructions This agency recommends that the f'rle series be cut off at the end of each:
Employer Job Qrders.: Pap er-:F:Lleg]j Calendar Year; [ Fiscal Year;  [J Other _ then,

AR

}E‘Hold in the current files area _ ~ month(s) 1 year(s); then
[ Transfer to local holding area; hold year(s); then

[] Transfer to State Records Center :hold year(s); then
334 Destroy.

[ Transfer to State Archives for permanent retention.

XK Other (Specify} ‘ .

Employer Job Orders Microfiche Files - Cut off files at end of each fiscal year; hold
"* in current files area 1 year; then destroy.

e

m__ —_— - 1 .
s : . .. I _'_;,‘a‘_'f'"-'_‘-_’_ o - e e VI -
These instructions apply to all prior and future accumulations )_ghe series. ‘::" g
' Division Director/Designee/(Signature) Date ( ' \ Records Manggement Officer {&Qﬁ@ra}/]
| s B |27y
; / EIA Disqctoy (Signature] Date ~
;ﬁ’lﬁizzﬁr / 3-5-84

/
Recommendations in paragraph . )
12 are approved. (/f disapproved, State Auditor/Designee

attach letter of explanation. ) .
-Secretary of State/Designee

Attorney General/Designee




